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OF THE OFFICE OF TRAINING

FPURPOSE AND BCOFE

To a records control schedule covering the disposition of
all records msintained by the office of Training.

AFPROACH

At the reguest of the int a records management
survey wap oconfucted b of the Management
Steff. The survey cOongls m ioventory of the
pecords holdings in esch organizstional component of the Offlice,
and obiaining information frow responsible administrative and
m;;;ing officlele 88 o the use and value of each eategory of
reg B

Based upon the value of the records placed on them by these
efficials, evaluation criteris established by the Bationsl
Archives, anf precedents established in other offices of the

y for similisr records a proposed schedule for the tiwely

ition for each series of records was prepared and submitted

to wach component for approval., Any A1fference of opinions was
ad justed until everyons was in couwplete agreement and the
sigmture of the component chief was obtained., The schedule was
then subaitied to the TIR for approval. :

The OTR schedule, ss approved by the Director, has bsen reviewved
Yy this office and is approved for full sppligation of the dis-
position instructions contained thereon except for destruction
setion proposed on certain itews. {Bee 1ist of items attached to
the schedule.)  Steps are being taken to obtain the necessary
legel authorigation for those excepted 1tems vhereon will be

_ potified lumediately. However, it is pointed out thé & sehedule

ealy gives legal suthority for the destruction and retirement of
records and ell actions taken under this suthority must comnform
with the existing security regulations of the Agency.

CONCLUBIONS

Btatistical information developed frow the records control sched:ule
shows that the Office of Training has records holdings assounting to
5,643 cublc feet, categorized into 336 separste items or records
series. These records occupy £41ing equipment valued at approxi-
m%{tsisl,émm and consist of the types and amounts shown in

The oversll eondition of the files

is generelly good. The records disposal activities of some aress

of the Office are exceptiomally good in that the files that have

g:ﬂ mml v use or value are promptly destroyed at specified
rvals,
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Puring the course of the survey several recommendations were made,
sceepted and acted upon vhich resulted in the following:

A, The LETS Student Record Card was developed vhich combined the
informmtion fously contained in three other card files. ™is
sction provides an essier reference eni a savings Iin volume and

sguipment.

3. The use gﬂwdﬂmmmxt storage ares
for the inmactive rec Shelving has
pean erscted and actlion taken by the ARC to retire the records to
the veult. By using the vault, a considerable smount of space will
be relessed for sotive records snd will preclude the purchase of
additions) safes.

C. The intergration of two series of records msintained by the
JOT Program concerning the Junlor Officer Prainces. The consolida-
+icn of the two enables the individual concerned to identify the
student and trace his progress, assigroents and status vhile
yarticipating in the progres,

3. Another consolidation of records of the A & E Btaff vas made
prior to their retirement to the Recorde Center., These filee
consist of the source material and assessment reports fnvolved
i{n the asagessment of sn individual.

E. An estimated 400 eubic feet of non record material was
Segtroyed Suring the survey. As a rvesult, 8 legal size safe

_eabinets valued st $2515.00 were returned to stock and no new

ssfes have been purchased during the past six months.
RECOMMENDATIORS

thhaagh the primery purpose of the survey s tc prepare s Records
Control Schedule, cther sveas of Records Manmsgement were observed
during the survey where poseible {nprovements could be made. As

a result of these cbservations anl = careful aralysis of the
schedule the following recommendstions mre submitted for your
consideration:

Becowmendstion No. 1 . - That a stuly be sade for the removal of the
el thterlals Nepository from its present location.

The Vital Materials Pro 1s designed to protect those records
vitgl for the continuation of business in an emergency, the present
iocation is considered unsstisfactory. The area e been deterwined
to be in the zone of destruection. It is iwperative that lmpediste
gotion be taken to insure the safety of the records, As an
immediate step in the correction of this situation 1t is suggesied
that duplicste coples of vital materisls pnov being sent to the OTR
hw:%tm*y alsc be transmitted to the Agency Vital Materials '
Repository. -

B
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tecommepdation ¥o. 2 - That an OTR potice be prepered outlining the
progegures 1O D STlowed for the retirement of records and thelr
servicing after retiresent.

petailed instructions ghould be issued to properly {ndoctrinate OTR
3 1 in the procefures established for the retivement and ser-
vicing of inactive records., A suggesied exauple of the type of
notice to be lssued is shown in Exhibit B of this report.

ecmsendstion No, 3 - That the records of the

e e Tating to the policy, plamning and OF . .
mﬁm sf the bhace be consolidated and zaintained in s centralized
location.

L]

Within the Office of Training are seversl areas where material of
ihis nature 1is located. In the best interesis of good mansgesent
and of OTR 1t e depirable that this saterial be brought topether .
and 4 In an office designated by the Director., This consolide~
tion will result & tation of the history and
organization of the

4 - That the records control schadule be reviewved

3548 tioﬂ Ht‘h
‘ angee necessary to patintain the current gtatus

: y TO €110
of the cheldule.

The yecords of an organization reflect +he Punction it performe and
us these functions shange the sohedule must dbe revigsed accordingly.
mmmaumwmgmm trat sre not covered by the
schedule. Records sevies vhich have been dt{gcontinued and either
retired or destroyed should be dropped frow the schedule, Re-
tention pericds should be reftuced on certain items after experience
has shown that the items were Over evaluated on the initiel schedule.
Therefors, in order 0 maintais an active and current records
Sisposition progrem, she pecords control schedule wust be revieved
snnuelly and drought up to date.

: . That procedures be established for collecting
1ca] inforsation to wemsure the atfectivensss

In sddition to the weny tntangible benefits derived from & records
aisposition progras, there sre substantial eccouplishments that
can be semsured in dollar savings. These savipgs are easily under-
stood by the operating pecple as vell a3 the sdministrator and go &

W ting the progras. I8 erder to wessure the tangible

W’
and compile the rollowing informmtion snnuallyt
a. Voluse {cu.ft.) of records on nand st beginning of reporting

?rmd.

b. Volume {cu.ft.) of records transferred to the Records Center

Suring reporsing period.

e, Voluse {cu.ft.) of records trenaferred to the storage ares at
the Field Treining Base.

4, Volume cu.ft.?

e, Volume (cu.rt.} of records on hand at end of reporting period,

This information must be collected annually by the Menspgewent gt for
m Qg 218 in wessuring and reporting the affectivencss of the Agency

%e
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in
t8 of The procedures should be established to collect

of records destroyed during the reporting pericd.
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legal safe w/sliding door
legal file cabinet
mmyp _
safe eabinet (IBM)

5 Tray library tub esbinet
2 Door supply cabinet steel

shelving, section bookcase,

section

2 DPr. legal sefe
k Dr. legal sale

13 sy sure. Rardex

2 Door supply cebinet
5 Teay library tud esbinet
Bleel shelving, section
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IRVERTORY (F FILING BQUIPMEST
IN THE

PYICE OF TRAINING
HEADQUARTERS
Sub Tetal
Sub Total
TOTAL

89,590.28
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£2,020,26
$151,610,54

Exhibit A
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OFFICE OF TRAINING

§g‘!‘§g§ 1 May 1956

SUBJECT: Retirement of records to the Asency Records Center and thelr
servicing after retiremwent '

I The instructions outlired below will be followed when retiring OTR
records to the Ageney Records Center:

A &mmmmmpm

—1.Shwntias st she following forms ey be obtained fromw Mr.
OTH/Ares Recorde Officer (Alcott Ball, Roow

s. Form Fo. 140, Records Retirement Request.

8 Torm complie the retiring
sowponent, An originel and three coples will be forvarded
to the Area Records Officer.

(1) Job Number, A job number s required for each separate
group of records Yeing retired, This mumber may be cbtained
from the Area Records Officer,

{2) Begigtien &_t File Series. Insert a brief deseription
of the 6. s descerip will be taken from the
approved records control schedule and will i{nelude the
schedule and {tew numbers, record series title and description,

and the inclusive dete of the records being retired.

b, Forw No. 140a, Records Shelf List. The use of this form Is
optional, oan 1 retiring cowponent wvishes a
wore detailed listing of the materisl than is indicated on Poru
Fo. 140, Wnen used, 1t should identify the contents of each
eontainer by listing the subjeet or title of each folder or docu-
went contained therein. An original end one eopy will be fTorwardesd
to the Ares Records Officer with Forw No. 140,

¢. Form Ko. 1h, Records Store Box label, One lsbel should be
 Faak he upper coTner o small end of each

gontainer, The number of each contaimer snd {ts relstion t§ the
total number of containers will be inrficated on sach label, g.g., 1

of 5, 2 of § ete.

2. Corrugated, riderboard containers, weasuring 15" x 12" x 10" will be
used for the retirement of legsl or latter sige reeoris. Eaeh container
bolds one subice foot of materisl, or one half of the contenta of & legwl
size safe draver. Unsssenbied containers can be obtained from the OTR
Aves Records Officer.
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3. Records should be placed in the contalners inm the same order In
which they were maintained and arranged in the file cabipets, Do not
pack the contaipners too tightly,

b, mngtmﬁtz for the shipmnt-af the containers will be mede through
the OTR Area Records {(fficer.

1., 'Top Secret mmterial iz OTR normally will not be retired to the
Agancy Recorde Center. In those cases where it {s necessary or
desirable to retire Top Secrei material vhich ia intergreted with
material of a lover clezsifieation in & file series, special srrange-
wents will be made with the OTR Area Reccords (Offlcer.

2s The norsal procedure for retiring Top Secret material will be to
prepare the material in sceorderce with Top Secret Control Procedures
and forward it to the OTR Top SHecret Control Officer.

II Reguesting Service or information from the Agency Records Center sbout a
dorument esn be expedited by cobserving the following procedures:

A,

C.

ROUTINE m , Use Porm 490, Records Center Service Regquest for

a1l routire regquests for documents from the Records Center. Follow the
instrustions on the fore and send to the Area Records Officer for
transmiseion to the Recordes Center. Routine Requests are serviced
promptly and docuwments are normeally supplied within twenty-four hours.

T8, If documents at the Records Center are needed within e
gpecial service is available t0 handle urgent requests. (all
nd furnish the Ares Records Of¥icer with the sewe information
ro—Tegueswd on Form 490, This information will be relayed $o the
Records Center and the Socuments will be forwarded ss soon &s possible.
Expaditing this type of request places extrs demends on courier personnel,
center personnel and the communication system, so it is desireable that
this procedure be used only when need for documents is urgent.,

INPORMATIOMAL %&‘1‘3, ¥hen a requester wants inforwetion from or about
[ e Records Center forwerd the request on Form 490 or call

|éeyending on the urgency of the request,
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